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Agency 
Washington County 

Division/Unit 
Planning and Community Dev. /Permits and 

Inspections 

Item No Description Retention 

Electrician's license application and renewal: application, 
board recommendations, certificate of liability insurance, 
notice of expiration; certificate of insurance; correspondence, 
application for renewal .Permits and Inspection is the office of 
record. 

Plumber's license application and renewal: applications, 
application for renewal, photo, certificate of insurance, notice 
of expiration . Permits and Inspections is the office of record. 

Receipt books: receipts for monies received by permits and 
inspection 

Appeals to Zoning regulations 
-contains but not limited to: correspondence, site plans, board 
of appeals notice, testimony, fee schedule, text of newspaper 
ads, applications for special exception, addendum, appeals 
board decision 

Permits - building 
-contains but not limited to: applications, site plans, zoning 
certification, approval document, correspondence, signature 
sheets, plumbing/electrical permits 

Construction drawings for commercial properties: originals -
building permit plans: drawings for paving, utility, grading 
plans. 

Retain for three (3) years and 
until all audit requirements have 
been met, then destroy. 

Retain for three (3) years and 
until all audit requirements have 
been met, then destroy. 

Retain for three (3) years and 
until all audit requirements have 
been met, then destroy. 

Permanent. Transfer 
periodically to the MD State 
Archives 

Retain for fifty (25) years, then 
destroy. 

Permanent. Transfer 
periodically to the MD State 
Archives 

Approved by'Department, Agency or Division Representative 

Date June-21, 1999 

Signature 

Type Name JoniiL. Bittner 

Title County Clerk 

Schedule Authorized by State Archivist 

Date fly I 2 0 1999 

Signature 
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Item No Description Retention 

7 
> 

Real estate account report - map/parcel: computer generated 
listings, district, owner/address, description, grid, map, parcel, 
liber, folio 

Retain until updated or 
superseded, then destroy 

8 Bonds released - bonds held on construction projects, released 
when project is completed, includes Entrance permits & 
Bonds, Utility Permits & Grading Permits, Mineral extraction 
bonds. 

Retain for twenty (20) years, 
then destroy. (Note: before 
destruction, review for extended 
retention requirements) 

9 Electrical permits: application, permits, correspondence Retain for three (3) years and 
until all audit requirements have 
been met, then destroy. 

10 Quarry Bonds Retain for life of Quarry, then 
destroy. 

11 Service request/violation of zoning laws: notices served to 
remove junk, abandoned vehicles, correspondence, work 
sheets, receipts for certified mail, copies of deed 

Retain for three (3) years and 
until all audit requirements have 
been met, then destroy. 

12 Home Builders License applications and renewals Retain for 3 years and until all 
audit requirements have been 
fulfilled, then destroy. 

13 District Court Files - zoning and building, copies of deeds, 
photos, Certified letters, receipts, tax maps and 
correspondence. 

Retain for 10 years, then 
destroy. 



Retain for three (3) Years and until 
all Audit Requirements have been 
Fulfilled, then destroy. 



Retain for three (3) Years and until 
all Audit Requirements have been 
Fulfilled, then destroy. 



Retain for three (3) Years and until 
all Audit Requirements have been 
Fulfilled, then destroy. 
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20. TELEPHONE NUMBER 





Retain for three (3) Years and until 
all Audit Requirements have been 
Fulfilled, then destroy. 
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Retain for three (3) Years and until 
all Audit Requirements have been 
Fulfilled, then destroy. 
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